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CHAPTER 1

GENERAL

1-1.  Purpose.  This regulation sets forth responsibilities and
procedures for separation clearance of civilian employees.

1-2.  Reference.  AR 210-10 (Administration).

1-3.  Scope.  This regulation applies to all civilian employees
located at the Headquarters, U.S. Army Materiel Command (HQ AMC)
building (5001 Eisenhower Avenue, Alexandria, VA) and activities
serviced by HQ AMC, who are departing due to a transfer,
resignation, termination, or leave without pay (where employee is
not expected to return).

1-4.  Definition.  Administrative office.  Some smaller offices
do not have an "administrative office," so this term is meant to
include those personnel assigned administrative duties.
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CHAPTER 2

RESPONSIBILITIES

2-1.  Civilian Personnel Office.  The Civilian Personnel Office
(CPO) will--

    a.  Establish and revise procedures in coordination with
serviced activities.

    b.  Notify the supervisor when an employee fails to follow
established separation clearance procedures.

2-2.  Heads of serviced activities.  Heads of serviced activities
will--

    a.  Notify the Chief, Employment Services Division, CPO, of
changes to this memorandum through the use of DA Form 2028
(Recommended Changes to Publications and Blank Forms).

    b.  Develop and publish a procedure detailing any internal
clearance requirements.

2-3.  Supervisors.  Supervisors will comply with the procedures
in chapter 3 of this memorandum.

2-4.  Employees.  Employees will comply with the procedures in
chapter 3 of this memorandum.

2-5.  Administrative offices.  Administrative offices will--

    a.  Complete the HQ AMC Form 342-R-E (per instructions in the
appendix).

    b.  Cover all administrative aspects.

    c.  Initial the proper block on the form.

    d.  Instruct the employee to clear all other facilities.
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CHAPTER 3

PROCEDURES

3-1.  Supervisors.  When a supervisor knows that an employee is leaving
the HQ AMC building, he/she will--

    a.  Inform the employee of the requirements of this memorandum.

    b.  Inform the CPO, Employment Services Division, personnel clerk,
and the administrative office of the employee's last workday.

    c.  Prepare and submit an SF 52 (Request for Personnel Action),
documenting the separation through appropriate channels.

    d.  On the employee's last workday, refer the employee to his/her
administrative office so he/she may begin clearing.

    e.  Contact the CPO, Management-Employee Relations Division, for
assistance if the employee refuses to clear any of the facilities.

    f.  When an employee is unable or unwilling to complete clearance
procedures--

        (1)  Obtain the employee's DD Form 1466 (Building Pass).
If unable to obtain, notify the HQ Security Office.

        (2)  Designate someone to complete clearance procedures
on behalf of the employee.

3-2.  Employees.  Employees will--

    a.  Clear on their last duty day.

    b.  Physically report to clear all facilities annotated on
the HQ AMC Form 342-R-E.

    c.  After clearing, return duplicate of HQ AMC Form 342-R-E
to supervisor.

3-3.  Clearance facilities.  Clearance facilities will--

    a.  Initial the appropriate block on HQ AMC Form 342-R-E and
advise the employee of any obligations.

    b.  Notify the employee's supervisor if the employee fails to
complete the required obligations.
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3-4.  HQ Security Office.  HQ Security Office (AMC, Room 1E06, or
Pentagon, Room 1B463) will --

a.  Retrieve the employee building pass at the next to last stop for
clearing personnel as shown on HQ AMC Form 342-R-E, Civilian Personnel
Clearance Form.  If this block has not been annotated on the clearance
form, the CPO will retrieve the building pass and return it, together
with a copy of the completed clearance form, to the Security Office.

b.  Ensure all individuals execute a Security Termination Statement
and Debriefing Certificate (DA Form 2962) upon termination of employment.

3-5.  Civilian Personnel Office.  The CPO will--

    a.  Ensure that the employee has cleared all designated clearing
facilities.  If not, advise employee to finish clearing.  (If it appears
the employee will not finish clearing, CPO will notify the employee's
supervisor.)

    b.  Ask the employee to sign and date the HQ AMC Form 342-R-E and
then the CPO representative will sign and date the HQ AMC Form 342-R-E.

    c.  File the original HQ AMC Form 342-R-E and inform the employee to
return the duplicate to his/her supervisor.

3-6.  Administrative office.  The administrative office will
prepare the HQ AMC Form 342-R-E, as shown at appendix A.

(AMCPE-O-A)
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APPENDIX A

INSTRUCTIONS FOR COMPLETING
HQ AMC FORM 342-R-E

Complete HQ AMC Form 342-R-E (page A-2) as follows:

1.  Complete an original and one copy.

2.  Complete the top portion of the form:

    - Organization.

    - Employee's name.

    - Employee's grade.

    - Departure Date--employee's last duty day.

    - Reason for Leaving--check appropriate block.

    - New Duty Station--complete only if employee is transferring
      to another Federal installation.

3.  Complete the bottom of the form:

    - Supervisor's name.

    - Supervisor's telephone number.
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